1963 INDEX OF eerily 


By Month (page) 
(QQ, indicates Quickie Quiz; BR, Book 
Review) 
ACCOUNTING 
QQ, Accounting, 4 (28) 
QQ, Accounting, 7 (22) 
BR, College Accounting, 7 (19) 


AUTOMATION 


The Secretary and the Automatic Office 
by Dr. John W. Sullivan, 10 (4) 


BOSS OF THE YEAR 
NSA’s 1963 International Boss of the 
Year, J. M. McClelland, Jr., 6 (8) 


BUSINESS ADMINISTRATION 

BR, The Actions of Administrative 
Management, Office Management and 
Control, 4th Ed., 5 (24) 

QQ, Business Administration, 6 (30) 

QQ, Business Fundamentals, 3 (25) 

QQ, Business Organization, 10 (19) 

BR, Cost Reduction Guide for Manu- 
facturing Management, 2 (19) 


BUSINESS LAW 
BR, Visualized Business Law, Rev. Ed., 
1 (19) 
CERTIFIED PROFESSIONAL 
SECRETARY AND INSTITUTE FOR 
CERTIFYING SECRETARIES 
All Systems are GO at the 1963 CPS Sem- 
inar by Margaret J. Miller, 10 (20) 
An Open Memo to Status-Seeking Secre- 
taries from the Dean, 10 (16) 
CPS—General, 2 (20) 
CPSs in 1963 (listing), 10 (15) 
CPS Editorial by June Sprague, 10 (C-1) 
CPS Research Committee Study: Part 1, 
11 (24); Part II, 12 (27) 
CPS Seminar, 1963, Dr. Galen Stutsman, 
4, (10) 
Every Secretary Should Try 
Anne Fulton, CPS, 1 (6) 
CPS Examination Statistics by Dr. Mina 
Johnson, 10 (22) 
BR, How to Study and Prepare for 


... by Jo 


JANUARY, 1964 


Exams, 4 (22) 

Members of the Institute for Certifying 
Secretaries, 10 (16) 

Pioneering a Profession, Dr. Carlos K. 
Hayden, 9 (28) 

This We Believe, Management Members, 


Institute for Certifying Secretaries, 5 
(16) 


Secretarial Skills, Section V, 1963 CPS 
Examination, 10 (29) 


COMMUNICATIONS 
All Number Dialing, 1 (27) 
Are You Listening? by Lucile Little, 
CPS, 2 (18) 
BR, Business Communications and Type- 
writing, 6 (31) 
ECONOMICS 
QQ, Economics, 1 (30) 
The Secretary and Economic Under- 
standing by Louis Milione, 9 (24) 
FILING 
QQ, Filing, 5 (21) 
Follow Up, Please by Mrs. Kathryn Jen- 
nings, 2 (22) 
FUTURE SECRETARIES ASSOCIA- 
TION AND STUDENT PROJECTS 
Are You Promoting FSA, 6 (C-4) 
Education Through NSA Scholarships 
by Lenore S. Forti, CPS, 6 (10) 
Future Secretaries Association editorial 
by Merle Law, 6 (C-1) 
BR, Girls and Their Futures, 6 (31) 
Less School: More Education by Dr. 
Arthur Larson, 9 (8) 
NSA and FSA Praised by Governor of 
Illinois by Mrs. Lily M. Fraser, 3 (10) 


Spokane Teens Score in Business Ven- 
ture by Mrs. Rousia L. Hosxey, 12 (18) 


BR, Your Future as a Secretary, 6 (31) 


GRAMMAR, PUNCTUATION, 
AND VOCABULARY 
BR, The New American Webster Handy 
College Dictionary, 1 (19) 
BR, The New York Times Style Book 
for Writers and Editors, 12 (26) 


BR, Punctuate It Right!, 11 (27) 

BR, Webster’s Seventh New Collegiate 
Dictionary, 11 (27) 

BR, Words, 2 (19) 

Words at Work: by Sarah Montoya, 
CPS 
Much in Vogue, 11 (14) 
Not-Quite-Alikes, 7 (10) 
Points of Order, 9 (20) 
Short and Sweet, 12 (10) 
Trite, Trite Again, 10 (14) 


HUMAN RELATIONS 

Human Relations . . . It’s Impact on To- 
day’s Secretary by James J. Kennedy, 
1 (10) 

The Importance of You by L. R. Jordan, 
7 (6) 

There’s No Time to Hate, 2 (1) 

You Were There by Mrs. Maude A. 
Hudson, 12 (12) 


MISCELLANEOUS 


A Rose is a Rose is a Rose, 5 (10) 

Beyond Tomorrow by Mrs. Lucy R. 
Goodwin, 11 (10) 

Facts Women Should Know About 
Cancer by Walter Ross, 5 (32) 

Famous Last Wills, Particularly Your 
Own by Harry W. Baughman, 1 (22) 

Income Tax Information, 1 (20) 

BR, The Lengthening Shadow, 7 (19) 

It’s Resolution Time by Viola S. Bond, 
1 (4) 

The Secretary and Her Community 
Service by Mrs. Lillian F. Potter, 12 
(16) 

Taxpayer Identifying Numbers by 
William H. Smith, 2 (8) 

This is My Company by Marguerite 
Aldrich, CPS, 1 (26) 

Yuletide Etiquette, 12 (1) 


NSA HOME TRUST FUND 
AND RETIREMENT 


An Evening in the Heart of the Rockies, 
Convention, 3 (C-4) 

In Memory of Mrs. Odessa Henson, 
1 (12) 
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Mirror, Mirror on the Wall by William 
M. Kruzan, 3 (12) 

NSA Home Trust Fund Editorial by 
Clara B. Taylor, 3 (C-1) 

Our NSA Home by Mrs. Marguerite D. 
Feagin, CPS, 3 (14) 

The Trust Hereby Created ..., 3 (4) 


LEADERSHIP AND SUPERVISION 
BR, Leadership in the Office, 12 (26) 
BR, Personnel Management, 1 (19) 


The Secretary’s Role in Supervision by 
Lucille Bedel, 12 (30) 


NSA INTERNATIONAL 
CONVENTION 
Awards, 18th Annual Convention, 9 (6) 
Convention Editorial by Ruth Gallinot, 
CPS, 1 (C-1) 
NSA in the Mile High City, 9 (4) 
Convention Registration Forms, 1963: 
4 (31); 5 (35)> 
Denver Welcomes You!, 1 (C-4) 
Highlights, Keynote Speaker, Guest of 
Honor, 4 (8) 
Pre- and Post-Convention Tours, 1963: 
12 (21); 4 (30) 
Proposed Business Agenda, 18th Annual 
Convention, 5 (C-4) 
What do You do in Colorado, 2 (C-4) 
While You Are in Denver, 6 (24) 


NATIONAL SECRETARIES ASSOCIA- 
TION (INTERNATIONAL), The 
In Memory of Deceased Members, 9 (26) 
NSA Aids: 10 (32); 12 (31) 
NSA Chapter Programs: Instant 
Programs, 5 (33) 
NSA Chapters in their Communities, 
12 (15) 
NSA Division Meetings, 1963, 3 (32) 
NSA Editorial, June E. Sprague, 1 (C-1) 
NSA’s International Board of Directors 
in Action, 4 (20) 
NSA International Board of Directors’ 
Christmas Message, 12 (C-1) 
NSA ... of the members, by the mem- 
bers, for the members by Gail Bolan, 
1 (29) 
NSA Via Professionum by Mrs. Angeline 
Krout, 10 (4) 


PERSONAL DEVELOPMENT 

BR, Applied Imagination, Principles and 
Procedures of Creative Problem Solv- 
ing, 4 (22) 

BR, Be Active and Feel Better, 5 (24) 

Challenge Your Imagination by Alice 
Lukes, 12 (4) 

Decision Making by Hattie E. Beeson, 
CPS, 3 (20) 

Earn Yourself a Raise, 12 (8) 
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Find Another Hour a Day, 1 (32) 

From Wintercount to Telstar, by Ra- 
mona Soto, 9 (14) 

Make Your Job More Important, 11 (32) 

BR, How to Cash in on Your Abilities, 
4 (22) 

That Job Can Be Yours If .. . by 
Robert O. Snelling, Sr., 6 (16) 

BR, Work Smartly, 12 (26) 


POSTAL SERVICE 
A Look at the Post Office by Charles H. 
Ryan, 1 (8) 
Are You Postage Wise or Ounce Fool- 
ish?, 1 (14) 
Let’s Really Play Post Office—Associa- 
tion Program of the Year, 2 (4) 
Nationwide Improved Mail Service by 
Frederick C. Belen, 3 (18) 
QQ, Postal Regulations (U. S. and 
Canada), 2 (10) 
The U. S. Mail, 2 (6) 
We Got Letters by Mrs. Marie Lehnert, 
CPS, 5 (12) 
PUBLIC SPEAKING 
Break the Sound Barrier by Clare Mc- 
Artor, 9 (32) 
Knowing What to Say and When by 
Clare McArtor, 7 (16) \ 
SECRETARIAL DUTIES, PROCED- 
URES, AND SKILLS 
Enjoy That Two Weeks with Pay and 
Keep the Boss Happy, Too, by Hilda 
Poppell, CPS, 7 (4) 
BR, The Handbook of Advanced Sec- 
retarial Techniques, 9 (26) 
It Could Happen to You by Lenore S. 
Forti, CPS, 4 (12) 

Never Underestimate the Power of a 
Secretary by Mary Wilson, 9 (22) 
BR, Private Secretary’s Manual, 9 (26) 

QQ, Records Management, 11 (31) 

BR, Secretarial Short Cuts, The Better 
Secretaries Series, 3 (31) 

Secretarial Techniques Manual is Field 
Tested, NSA, 3 (28) 

QQ, Secretarial Procedures, 12 (24) 

Secretarial Skills, Section V, 1963 CPS 
Examination, 10 (29) 

SECRETARIAL PROFESSION 

Accomplishment Is but a Milestone by 
Ruth Gallinot, CPS, 5 (C-2) 

“Gal Friday” by J. M. McClelland, Jr., 
11 (C-2) 

The Light Touch by Joseph C. Belling- 
er, 2 (14) 

The Professional Secretary of Today by 
Loren E. Waltz, 4 (26) 

You’ve Got to Have Miles & Miles of 
Heart by Elmer L. Winter, 4 (14) 


Secretarial Development, editorial by 
Illien Austin, 2 (C-2) 

Secretarial Study Guide, NSA Publica- 
tion, 1 (30); 2 (24) 

Secretaries and the European Common 
Market by Frederick H. Good, 5 (4) 

The Secretary in a Changing World by 
Donald B. Miller, 6 (4) 

Silhouette of The Secretary, A, 5 (26) 

Stop, Look, Listen by Marie Smith, 4 
(4) 

Teaching the Boss to Make Effective 
Use of His Secretary by William R. 
Sears, 11 (28) 

“To Produce Works, One Must Have 
Knowledge,” editorial by Hazel A. 
Kellar, CPS, 9 (C-2) 

What Is a Secretary? (Research), 6 (22) 

Why Belong to a Professional Organ- 
ization by Dr. P. M. Bliss, 11 (4) 


SECRETARIES 

CPSs in Twos by Mary Price, 10 (27) 

Scholarship to CPS by Mary Cleeton, 10 
(26) 

Retired but Working Secretaries, 3 (26) 

Secretaries the World Over, 5 (18) 

Secretaries of Tomorow by Kathleen 
Ille, CPS, 6 (12) 

The Secretary in Agricultural Extension 
Service, 7 (20) 

The Secretary in the CPA Office, 1 (16) 

The Secretary in the Post Office Depart- 
ment, 2 (12) 

The Secretary in the U. S. Coast Guard, 
4 (24) 

The Secretary in Retirement, 2 (22) 


SECRETARIES WEEK 
Secretaries Week, editorial by Helen L. 
Morgan, 4 (C-2) 


SECRETARY OF THE YEAR 
NSA’s “SOTY” in the news ..., 12 (25) 
Secretary of the Year, 1963, Jane M. 
Klausman, CPS, 9 (16) 
Secretary of the Year Contest, 1963 Dis- 
trict Finalists and Division Winners, 7 


(12) 


SEMINARS, WORKSHOPS, 
INGS 
NSA at First American Management 
Association Seminar for Executive 
Secretaries, 2 (17) 
NSA’s International President Again Par- 
ticipates in AMA Seminar, 7 (13) 
Second Congress of American Women 
Leaders, 12 (6) 
Student Workshops by Juanita Ramsey, 
CPS, 6 (29) 
Workshops and Seminars, NSA, 11 (16) 
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